INSTRUCTIONS ON HOW TO GAIN ACCESS TO CCPI

This document will give you instructions on how to gain access to the Child Care Provider
Information (CCPI) web system.

Make sure that you follow the instructions carefully to prevent errors.

Step by step instructions:

1. Log onto https://www.dwd.state.wi.us/desccpi/ by typing in an address on your internet browser. The
following page will display:
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Wisconsin Department of Workforce Development

Child Care Provider Information (CCPI)

For Login Problems, call the Department of Workforce Development {DWD) Service Desk at (608) 266-7252

Regular hours are Monday - Friday 6:00 am - 5:00 pm

2. On this page, click ‘Request Access’. The following page will display:


https://www.dwd.state.wi.us/desccpi/
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Please follow the instructions helow to obtain access to CCFL

Child Care Providers and Center staff: Click here
Country/Tribal agency staff: Clicl: here

s New User {Child Care Providers and Center staff)
1. Toumust have a DWD/Wisconsin Logen and password. If you have not yet created a DWD/Wisconsin Logon, vou will need to do
5o now. Click here to obtain a DWW Wisconsin Logon
2. Click on D'WE-12552 to access CARES Child Care Web Access Bequest form.
3. Complete this form accurately, Make sure that you read the directions carefully and supply all the required mformation.
4. After entering all information, click the submit button at the bottom of the form. Print the form and sign where appropriate. The form
must alzo be signed by the Program Director {group centers)
5. Subrmt the completed DWS-12552 form to the Child Care Coordmator at your local chuld care agency
Note: Wilwaukee providers should send their form to:
Milwaukee Co. DHE - FAD
Attn Gloria Guitan or Vanessa Eobertsen
1220 W, Vet St.
Milwaukee, W1 53205
They may also be faxed to Russell Yancey:
Faz:  (414) 285-6344
DPhone: (414) 289-6592
6. Tour DWE 12552 form will be processed through local and state security officers. Written veriffication will be sent to you when your
access has been established.
Three days after sending the above form to the local agency, you can try to access the web site. Tour access may have already been set up
but the written notice may not have reached you yet

s Current users whose access has been reset by security
Contact DWS Secunty Help Desk at (608) 261-6827.

» County/Tribal’'W-2 agency workers =l

3. Click on “here” link on the page, which will take you to the DWD/Wisconsin Logon
Management System Home page. Click on the “Self Registration” link under the heading ‘SIGN
UP FOR YOUR DWD/WISCONSIN LOGON’ or under the ‘Customer ID Menu’ navigation box

on the right.

isconsin Logon Management System - Microsoft Internet Explorer = |ﬁ||1|

File Edit ‘iew Favorites Tools  Help | U]

o= O HEAs TR

Address I@j https: f e dwed, stake, wi,usfaccountmanagementfdefault, aspx?applLink={DESCCPIPrivilegedContent, aspeapplinkTexk=CCPT

- Favorites

/ ) Search

L wisconsin.gov home state agencies subject directory

Wisconsin Department of Workforce Development ¥ Site Map | News | Search | About DWD

Main Menu | Help | EAQ

DWD/Wisconsin Logon Management System
i1 Self Reqgistration

The DWD/AWisconsin Logon Management System allows authorized individuals to access many DWD Internet applications | :: Profile Management

using a single 10 and password. YWhen access to information or services is restricted to protect your privacy or the +: Password

privacy of others, you will be asked to provide your DwWD/VWisconsin Logon and password, Your DWD/Wisconsin I

Logon and password verifies your identity so that we can provide you with access to your information and services and Management

prevent access by unauthorized individuals, :: Forget your account
information?

User Acceptance Agreement i User Acceptance
Agreerment

Please note that only certain types of information will be stored in your user profile, as described in the User
Acceptance Agreement. Your user profile will never contain records such as driving history, tax information, unemployment compensation,
vehicle registrations or prison records,

Sign Up for your DWD/Wisconsin Logon
Self Registration (Request a DWD/Wisconsin Logon and Password.)

Self Registration allows you to create your personal DWD/Wisconsin Logon. This is your key to doing secure business with DWD over the
Internet,



https://www.dwd.state.wi.us/accountmanagement/default.aspx?appLink=/DESCCPI/PrivilegedContent.asp&appLinkText=CCPI

4. The Self Registration page will display. Read all the information on the page, including the
User Acceptance Agreement in the scroll down box. After you have read the Agreement and
agree to the terms for using CCPI, click on ACCEPT to continue. NOTE: If you do not agree to
the terms, click on DECLINE. In that case, you will not be able to use CCPI.
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Self Registration

Welcome to the DWD/Wisconsin Logon self registration process, Self Registration allows you to create your personal DWD/Wisconsin Logon,
This is your key to doing secure business with the Department of Workforce Development over the Internet.

Requesting a DWD/Wisconsin Logon and Password
You will submit your contact information. Once authorized you will see a confirmation.
Starting the Self Registration Process

To begin, you must read the User Acceptance Agreement below and click Accept at the bottom of the page to agree to the terms of the usage
policy. If you do not agree to the terms, click Decline.

User Acceptance Agreement

DWD/WISCONSIN LOGON MAMAGEMENT SYSTEM USER ACCEPTANCE AGREEMENT il

INTRCODUCTICH

Many State agencies provide information and services by the ;I

Brinter Friendly Yersion

Accept Decline

5. After accepting the user acceptance agreement, the Account Creation page will display. Fill
in your personal information under Profile Information. Make sure you enter your email address
accurately. You will be notified by email once your access has been approved. Under Account
Information, create a Logon (user) ID that is easy for you to remember. Create a password and
enter it twice. In the section titled Logon ID / Password Recovery, enter a secret question and
answer. This may be used by help desk staff to identify you if you need a password reset, so
select a question to which you will always remember the answer if asked. For example, the
guestion might ask the name of your first dog. At the bottom left of the page you will see a
number. Type it in the box to the bottom right of the page. When you have entered all
information on the page, click on SUBMIT.
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Account Information

Y¥our Logon ID must be between 5-20 characters and GAN be a ccmbination of [etters and
numbers, Your Logon ID must not contain spaces or special characters,

Logon ID || ‘*

Y¥our Password must be 7-20 characters long and MUST contain a combination of letters and
either numbers or special characters (ercept the @ sign). Passwcrds are case sensitive.
¥our Password cannot contain the Logon ID.

Password Tips

Password ‘*
[Re—enter .
!Dasswnrd

Logon ID/Password Recovery

Enter a question and answer for use if you forget your DWD/\Wisconsin Logon 1D ar
Password. Your Secret Question and Secret Answer cannot contain your password.
Secret Question and Answer Tips

Question

|
Secret || |>|<
[
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iSEErEt Answer ||

Verification

|Th\s step helps prevent automated registrations,
|If you cannot see the number below dick here,

= Please enter the number as it is I_ i
2786 : ‘shawn in the boy to the left, ’7

Subrmit | Reset |
Wiscansin.qow | Site Map | Search | ibility | Leqsl | Feedback | WD Home

6. After submitting the Account Creation page, the Account Confirmation page will display. This
tells you that you have been successful in creating an account.
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Account Creation
Your DWDAWisconsin Logon profile was successfully created.
= return to CCPI

= make changes to wvour logon infarmation

» return to DWDAWiIsconsin Lagon Menu

= WD Homepage

Profile Information
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7. Now click on the ‘Return to CCPI'. The following page will display:



<3 How to Obtain Access - Microsoft Internet Explorer =1 |
3
IE

File Edit “iew Favorites Tools Help

OBack > B d lELI .;\J | /- ) Search ‘:1\? Favarites 6’-‘:| o = H - ﬁ

address Iﬂj https: /v, dwd.state . wi,us DESCCPLPrivilegedContent. asp j a Go | Links **
-

Flease follow the instructions helow to obtain access to CCPIL

Child Care Providers and Center staff: Click here
Country/Tribal agency staff: Click here

¢ New User (Child Care Providers and Center staff)
1. Youmust have a DWD/Wisconsin Logon and password. Ifyou have not yet created a DWD/Wisconsin Logon, you will need to do
5o now. Clck here to obtain a DWD/Wisconsin Logon.
2. Click on DTW3-12552 to access CARES Child Care Web Access Eequest form.
3. Complete this form accurately. Male sure that you read the directions carefully and supply all the required information.
4. After entering all information, click the submit button at the bottom of the form. Print the form and sign where appropriate. The form
must also be signed by the Program Director (group centers).
5. Submit the completed DWE-12552 form to the Child Care Coordinator at your local child care agency.
Note: Milwaulee providers should send their form to:
Milwaukee Co. DHS - FAD
Attn: Gloria Guitan or Wanessa Robertson
1220 W, Vet St.
Milwaukee, WI 53205
They may also be faxed to Euszell Yancey:
Fax:  (414) 289-£844
Phone: (414) 289-6592
6. Your DWS 12552 form will be processed through local and state secunty officers. Whritten verification will be sent to wou when your
access has been established.
Three days after sending the above form to the local agency, vou can try to access the web site. Your access may have already been set up
but the written notice may not have reached you vet.

¢ Cwrrent users whose access has been reset by security

8. Now click on the DWS-12552 to access the CARES child care web access form.

9 Carefully complete the form, click on SUBMIT. Print the form, sign it and fax it to the child care
coordinator in your county. List of child care coordinators by county can be found at:
http://dwd.wisconsin.gov/childcare/wishares/pdf/coordinators.pdf. The child care coordinator will forward
the form to the state for approval. Once your access has been approved, you will receive an
email confirming the approval of the access. If you do not have an email or if you entered the
email address incorrectly, you will receive a notice by regular mail.

10. Once your access has been approved, log onto https://www.dwd.state.wi.us/desccpi/ to access the
system. Mark this page under your Favorites or bookmarks.

Help Desk contacts: If you have problems completing the screens or you need a password
reset, call the DWD Service Desk at 608-266-7252 between the hours of 6:00 AM and 6:00 PM
Monday through Friday. If you call outside that timeframe, your call will be answered, but you
will not receive immediate assistance. A message will be referred to Service Desk staff, who will
respond on the next business day.
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